


























































































































































































































































































































































































































































































































. Appendix G
GENERAL INFORMATION FOR THE RECORDS QFFICER ON RECORDS RETENTION SCHEDULING

A. THE IMPORTANCE OF GOOD RECORDS IDENTIFICATION

The segregation of records into groupings, or Recorde Serles, provides a memns
whereby the various functions and responsibilities of any agency can be documented.
The maintenance of all records pertaining to a perticular function in the sanme
location provides s means of ready access to the establishment development and
progress of that function. ' 0

The importance of identifying these Records Series becomes apparent when it is
necessary to retrieve certain informstion. Proper arrangement and content of each
Records Series provides a systematic means monitoring progress, making decisions, -
end the countlese other detalls so important end necessary to the successful.
accomplishment of the many programs under the Jjurisdiction of any agency.

The identification of each Records Series takes on additional meaning in terms of
records disposition. Most records, in order to satisfy program requirements, beccme
quite voluminous with the passage of time. Included in the devlopment of Records
Beries should be an organized plan of systematlic transfer of inactive records from
high cost office space and equipment to low~cost storage. Identification of records
also plays end important part in transfer procedures. Therefore, appropriate Records
Series titles must be assigned., 1In order to be most effective, these titles should
be brief, yet meaningful. They must be & clear indication we are identifying a group
of records, not people, organizations or equipment. It would be extremely redundant
to ettach words such as "files," "records," "papers," or "documents' to titles for
this| purpose alone., We must evold idiometdic and other familiar expressions that do
net, provide adequate information pertainingito each Records Series. BSimilarly,
abbreviations cannct be used as too often the same sbbrevietion has different meanings
for different people. ' ,

Throughout the Records Management Program, the word "function" plays an important
part. Webster defines "function" as "the normal or characteristic sction of any-
thing. . .a speciel duty or performance required in the course of work or sctivity.

.to act in a required or expected manner; do its work." If we apply these
definitions to a Records Serles, we might say, "the role or part a Records Series
performs in providing documentary rescurces in the accomplishment of the office,
concerned."”

The scope of each Records Series should neither be too broad or too narrow. In an
Accounting Office, for example, the term "Accounts Receivable" may seem to be
appropriate but, by virtue of different funds, different sources of revenue, revenue
received for different purposés, these would seem to indicate the term "Accounts
Receivable™ would be too broad to be effective. 8Similarly, the term "Personnel
Records" would also be too broad., This is especially true in thig instance due to
retention requirements. A "Request for Leave of Absence" need not be retained for
any extended period, while an "Employees Permenent Record" should be kept throughout
the employee's term of employment. A Records Series titled "Payment Voucher" would
seem too narrow as that 1s only one document of seversl in & batch necessery o
identify complete transactions. In the cases of forms used, when copies of only

one form are necessary for reference, the form title can become the Records Series
title. For example, "Purchase Requisitions.” But, when several forms make up &
Records Series such as in & case or project file, an appropriate title must be
assigned.
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In order to determine apptopriate Records Series titles, it might be helpful to

ask a few questions. What reference service is provided? What types of actions P

or transactions are found in the documents? How are the functions of the office
affected by the utilization of the Records Series? What established the regquirement
for the Records Series? Perhaps a review of the office's Functional Chart can
provide effective clues as to what titles to assign. Inasmuch as most files are
created in which to house documentation pertaining to the functions of the office,
functional titles can be extremely appropriate.

The words listed and defined below can be very useful when determining Records s
Beries titles. But, in view of the meny different types of functions associated

with them, other "functional desoriptives" in brief form should accompany them.

For example, the word "Permits" would not provide sufficient information for a
Records Series title, but "Fishing Permits" or "Motor Vehicle Permits" are very.
effective. 8imilarly, "Requisitions" by itself could be interpreted to mean many
different types of requests, but "Printing Requisitions" or "Requisitions for
Expendable Supplies" provides a clear indication of the Records Beries.

B. CLUES IN IDENTIFYING RECORDS

ABSTRACT........A summary, en excerph LIST....v.vnv .. «An itemized tebulation
ACCOUNT.........A report, & descriptlon, a LOG.......cv....sA roacord of progreas
financial category MANIFEST.,......A llat of carge
ACKNOWLEDGEMENT.A receipt, an admission MEMORANDUM, .....An informel communicetion
AFFIDAVIT. .aman. A declaration MESSAGE. . .. .oswnAny communication N
AGREEMENT....... A contract NOTE. vau s ofoss o Acknowledgement of a debt
ALLOTMENT.......A distributlion, 8 portion NOTICE.. ..\ sus . Notification .
APPEAL....... W »A request to reviews declsion NOTIFICATION,...Advice, information {
APPLICATION ++ oA peper instrument for appl:,ring, ORDER.. .. i+ ... »A cémmand or inestruction R
putting to use PASS. (uh. o vaseeduthorlization of & passage

APPOINTMENT..... An assignment, a scheduled FERMIT..........Authorization of = specific

- meeting activity
ASSTGNMENT...... A transfer, an appointment PETITION.. ..., .A formsl request
AUTHORIZATION. . .A permit for actiocn QUESTIONNAIRE...A list of questions
AWARD. . ....cveuns A conference, a Judgment RECEIPT,........An acknowledgement of delivery
BID..:vswun-. «.v.An offer for a price or payment
BILL.ev..uus ver. A credlitor's claim, an inveice RECOMMENDATION. .A proposed course of action
BOND............ A binding agreement FECORD. .uvsaresAn Bocount of facts or events
CERTIFIGATE..... Evidence of truth, ownership, debt REGISTER........A record of events or actions
CLAIM. ,...uo v 4 demand, an assertion RELEASE........-A discharge from obligation
COMMUNICATICN...Interchange of information REPORT..........An account of action or status
COMPLAINT....... A formal allegation REQUEST.........Aek, apply, requisition
CONTRACT........A binding agreement REQUISITION.....A form of application
DEED............A record of trenefer or contract ROLL.s«osves.essA 1iBt of related items
DIARY...........A record maintained regularly ROBTER...... veedAn ltemized list
DIGEST....+.+...Condensed data SCHEDULE. .......Document, of future or recurring
DRAFT..... e A preliminary version, payment ' ectlons

: drawn on another SPECIFICATION,..A detalled requirsment
ENDORSEMENT.....An assignment, approval STATEMENT.......An &ccount of condition, a
ESTIMATE. ...cux. An approximation declaration
GUIDE....+»s+.« An Instruction for an action SUMMARY.........A condenastion of & fuller account
INDEX....evu.u. A guide or refereénce SURVEY..: vss..s.An analysie
INQUIRY......... A request for informastion TABULATION......A systematic summary
INSTRUCTION.....A direction TRANSMITTAL.....A paper instrument to send or
INVENTORY.......An itemlized record trangfer data
INVOICE. .verus LA bill TRANSCRIPT......A written copy
ITINERARY.......A record of & trip VOUCHER....+..++A receipt or record of a —
JOURNAL......... A record of transactions transaction ;
LEASE.....+..+..A contract of rental WARRANT.........A guarantee
LEDGER, . .- cvus.n A record of accounts ) ’ ' : e
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Once the various Records Series have been established, there comes the need to meke

a determination as to the retentive value of each one. Some Records Series are of
only minor value and should only be kept for a brief period of time. Others will
vary according to the functions the records themselves perform. Each Records Series
must be thoroughly and carefully studied for a determinetion as to what value or
values it may have. As each Records Series is being reviewed, the following criteria
may be helpful in maeking records velue determinations.

C. WHAT VALUES SHOULD BE CONSIDERED

ADMINISTRATIVE VALUE. Records are created to help accomplish the functions for
which an aegency 1s reasponaible. They have sdministrative value as long as they
asslst the agency in performing elther current or future work. The primary
administrative use of most records la exhausted when the transactions to vhich they .
relate have heen completed. From that point on they losé thelr value rapidly. ‘
However, some administrative records contain basle facts concerning an agency's
origin, policies, functions, orgenization, and significent adminimtrative decisions.
Theae records should be preserved to provide adeguate documentation of an egency's
operations.

LEGAL VALUE. Records have legal value if they contain evidence of legaslly
enforceeble rights or obligations. Examples of these are records thaet provide the
basis for action, such as legal decisions and opinions; fiseal documents representing
agreements, such as leases, titles and contracts; and records of action in particular
cases, such as claim papers and legal dockets.

FISCAL VALUE. Records of fiscal value(are those which pertain to the financial
transactions of the agency;msuch &s budgets, allotments, payrolle endswouchers. After
those records heve served theilr basic functlion, they may still have sufficient fisgal
velué to Justify their retention in storage for a time to protect the agency ageinst
court action or to account for the expenditure of funds.

RESEARCH, HISTORICAL or ARCHIVAL VALUE, Some records have enduring value because
they reflect significent historical evente or document the history and development
of an agency. The importence of preserving such records is obvious, Not so appsrent,
however, is the need to re-evealuaste them periocdically to insure that the material
being accumuleted is actually filling e valid research need.

What Types of Records are There?

1. ACTIVE RECORDS - Retained in office areas, referenced daily or frequently.

2. SEMIACTIVE RECORDS - Records referenced less frequently and mey be transferred to
intermedlate storage. :

Records referenced infrequently should be tr&nsrerred to

low-cost storage.

4. PERMANENT RECORDS - Records of permanent value administratively, legally,

finencially and historically and may be active or inactive

but not disposable.

Records which reach & point of inactivity and are of no

further administrative, legal, financial or historical value.

3. INACTIVE RECORDS

5. DISPOSABLE RECCRDS
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D. DETERMINING RETENTION PERIODS

Keeping records, either in offices or storage areas, costs large sums of money. The
actual or potential value of the records should be weighed against the cost. There
is a calculated risk in this business, and & good records dispcsition program requires
that we teke it. There have been lnstences when an organization became so enthusiastic
about the possibility of freeing office space by clearing out old records that it went
too far and discarded material too soon. But, usually, this is not the problem. Most
of us tend to be overly cautiocus and to exaggerate the frequency of our references to
material, being considered for disposition. The following notes may help in evaluating
total or office retention of a Records Seriesi

1. The cost of maintenance of a file drawer of recorda in an office file is many
times the cost of maintaining an equal volume of records in low-cost storage.

2. Permanent meana forever. Few reaords are worth preserving forever, and the
vast majority should be realistically limited in retention.

3. Few records have legal and finaneial value beyond 7 years and most recards
have served administrative needs after 1 to 3 years.

4. Eighty percent of references to moat records ocecur within 1 year from date
of receipt, the subsequent twenty percent on a declining basis after the firet year.
Therefore, as a general rule, records older than one to three years become inactive
and should be transferred to a storage facility for permanent or temporvary retention
or destruction on the basis of a retention schedule.

E. RECORDS DISPOSITION INFORMATION

On the basis of your inventory and appraisal of a Records Series, it #ill, in many
cases, begdetermimed thatpemrecordpismeldigiblesfor destructjonpafterpanspecific
retention or after microfilming. A GAA-24, Public Records Retention Schedule &
Destructionmfuthorization, ;isg8 reguests to therbocal RecordsrCommittee for approval
of reconds destruection/ after a specific retention period., It must be completed and
submitted Mwoerthe Committee lor authorization to destroyrany record deemed tol be
disposable, unless on a General Schedule. The following guidelines will assist in
evaluating the records of your office: '

1. RECORD CLASSIFICATION: (Reference RCW 40.14) All records are designated
"Public Records" and are classified as either "Official Public Records {OPR)" or
"Office Flles and Memoranda {(OFM)."

fection 1. As used in this act, the term "Public Records" shall include any
paper, correspondence, form, book, photograph, film, sound recording, or other
dovument , regardless of physical form or characteristics, and including all copies
thereof, that have been made by any agency of the State of Weshington or received
by it in conuectiou with the transaction of public business.

For the purposes of this act, public records shall be classified as follows:

(1) Official Public Records shall include all original vouchers, receipts,

and other documents necessary to isolate and prove the validity of every
transaction relating to the receipt, use and disposition of all public property
and public income from all sources whatsoever; all asgreements and contracts to
which the State of Washington or any agency thereof may be a party; all fidelity,
surety and performance bonds; sll records or documents required by law to be
filed with or kept by any agency of the State of Wazhington; and all other
documents or records, determined by the Records Committee, to be Official Public
Records.
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(2) oOffice Files and Memorande shall include all records, correspondence,
exhibits, bouks, booklets, drewings, meps, blank forms, or documents not above
defined and classified as Official Public Records; all duplicate copies of
Official Public Records filed with eny agency of the State of Washington; all
documents and reports made for the internal administration of the office to
which they pertain but not required by law to be filed or kept with such agency;
and all other documents or records, determined by the Records Committee, to be .

Office Files and Memoranda. '

According to RCW 40.14, Official Public Records must be retained for s period of not-
less than 7 years before they can become eligible for destruction upon the approval
of the Local Records Committee. Office Files and Memoranda are eligible upon the
approval of the Local Records Committee after a retention period recommended by the

Office of Record.

2. JUSTIFYING REQUEST TC DESTROY RECORDS: The primary reason that we destroy records:
is they become too voluminous and hence too costly to retein permanently. There are,
however, supporting reasons. A record may be obsolete apnd of no further administrative,
legal, financial or research value after a specific retention. It mey be a duplicate
and not required except for a shorti reference period. A combination of these and
other factors may apply to nullify the continual maintenance of a Records Series

after a specific retention.

3. OTHER STATUTORY REQUIREMENTS: There are a few statutory requirements governing
records destruction and preservation other than RCW 4o.1h for Washington State
fecords ] Howevel;"séme vecords do"have), spefific statitory|Féquirements for [eFeation
and destruction.| Some records may be crested as the result of a|federal requirement
and hence bear federal retentlon schedules or may require meintenance for lengths of
time /specified by the federal government due to/its financlal or' other involvement

in the progran.
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Appendix H
WASHINGTON STATE RECORDS MANAGEMENT PROGRAM
RCW 40.14 PRESERVATINN AND DESTRUCTION OF PUBLIC RECORDS -- STATE ARCHIVES

k0.14.010 DEFINI'ION AND CLASSIFICATION OF PUBLIC RECORDS

As used in this chapter, the term "public records" shall include any paper, cor-
respondence, form, book, photograph, film, sound recording, map drawing, or other
document., regardless of physical form or characteristics, and including all copies
thereof, that have been made by or received by any agency of the B8tate of
Washington in connection with the transaction of public business, and legislative
records as described in RCW 40.14.100. For the purposes of this chapter, public
records shall be clmssified as follows:

(1) Official Records (OPR) shall include all original vouchers, receipts and
other documents necessary to isolate and prove the validity of every transmction
relating to the receipt, use and disposition of all public property and public
income from mll sources whatscever, all agreements and contracts to which the
State of Washington or any agency thereof may be & party; all fidelity, surety
and performance bonds; all claims filed against the State of Washington or any
agency thereof; all records or documents required by law to be filed with or kept
by any agency of the State of Washington; all legislative records as defined in
RCW 4D.14.100; and all other documents or records determined by the Records
Committee, hereinafter created, to be Official Public Records.

(2) Office Files snd Memoranda {OFM) shall include all records, correspondence,
exhibits, books, booklets, drawings, maps, hlank forms, or documents not above
defined and classified as Official Public Records; all duplicate copies of Official
Public Records filed with any agency of the State of Washington; all documents and
reports_made for the internal administration of the office to which they pertain
but ‘not required by law to be filed or kept with such agency; end all other docu=
ments or records, determined by the RecordspCommittee, hereinafter created, to be
Office Files and Memoranda. (1971 First Extraordinary Session, Chapter 102,
Sectdon ‘b 1957 Chapter 2h6, Section 1)

-40.14.020 DIVISION OF ARCHIVES AND RECORDS MANAGEMENT - STATE ARCHIVIST - POWERS -
AND DUTIES - DUTIES OF PUBLIC OFFICIALS
A1 publie records shall be and remain the property of the State of Washington.
They shall be delivered by outgoing officlals and employees to their successors
and shall be preserved, stored, transferred, destroyed or disposed of, and other-
wise managed, only in accordance with the provisions of this chapter. 1In order
to insure the proper management and safeguarding of public records, the Division
of Archives of the Department of General Administration is designated as the
Division of Archives and Records Management, and, under the administration of
the State Archivist, who shall have reasonsble aceess to ell public records,
vherever kept, for purposes of information, surveying, or cataloguing, shall
undertake the following functions, duties and responsibilities: !
{1} To manage the Avchives of the State of Washington;
{2) To centralize the Archives of the State of Waeshington, to make them avail-
able for reference and scholarship, and to insure their proper preservation;
(3) To inspect, inventory, catalog, and arrange Retention and Transfer Schedules
on all record files of all state departments and other agencies of state government;
(4) To insure the maintenance and security of all state public records and
establish safeguards against unauthorized removal or destruction.
(5) To establish and operate such State Records Centers as may from time to time
be authorized by appropriation, for the purpose of preserving, servicing, screening
and protecting all state public records which must be preserved temporarily or
permanently, but which need not be retained in office space and equipment.
(6) To gather and disseminate to interested agencies information on all phases of
records management and current practices, methods, procedures and devices for ef-
ficent and econcmical management of records.
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RCW 40.14 PRESERVATION AND DESTRUCTION OF PUBLIC RECORDS -~ STATE ARCHIVES (continued)

(7) To operate a Central Microfilm Bureau which will microfilm, at cost, records
appraoved for filming by the head of the office of origln and the Archivist, to
approve microfilming projects undertaken by state departments and sll other agencies
of state government; and to maintain proper standards for this work.

(8) To maintain necessary facilitles for the review of records approved for des-
truction and for their economical disposition by sale or burming; directly to
supervise such destruction of public records as shall be authorized by the terms

of this chapter. (1957 Chapter 246, Section 2)

40.14.030 TRANSFER TO STATE ARCHIVES - CERTIFIED COPIES, COST

All public records, not reguired in the current operation of the office where they
are made or kept, and all records of every agency, commission, committee, or any
other activiiy of state government which may be abolished or discontinued, shall
be transferred to the State Archives so that the wvalugble historical records of
the state may be centralized, made more widely available, and insured permanent
preservabion; PROVIDED, That this section shall have no application to public re-
cords approved for destruction under the subsequent provisions of this chapter.

When so transferved, copies of the public records concerned shall be made and
cerlified by the Archivist, which certification shall have the same force and
eflect as though made by the officer in charge of them. Fees may be charged to
cover the cost of reproduction. In turning over the archives of his office, the
olfficer in charge thereof, or his sutcessor, therby loses none of his rights of
access to them, without charge, whenever necessary. (1957 Chapter 246, Section 3)

40.140.040 RECORDS OFFICERS - TRANSFER SCHEDULES

Each department or other agency of the state government shall designate a Records
Officer o sUpervise its records program and to\represent the office in all con-
tacts with the Records Committee, hereinafter ereated, and the Division of Archives
and Records Management. [The Records Offigcer shall:

(1) Cooardinate all agpects of the Records Management Program.

(?) Inventory, or manage the inventory of all public records at least once during
a,biennium for disposition scheduling and transfer action, in accordance with pro-
cedures prescribed by the State Archivist and State Records Committee, PROVIDED,
That Essential Records shall be inventoried and processed in accordance with
Chapter 40.10 at least annually.

(3) Consult with any other personnel responsible for maintenance of specific re-
cords within his state organizaetion regarding records retention and transfer
recommendations .

()} Analyze rvcords inventory data, examine and compare divisional or unit in-
venluries for duplication of records, und recommend to the State Archivist and
vtate Records Committee minimal retentions for all copies commensurate with legal,
financial and administrative needs.

(5} Approve all records Inventory and Destruction Requesgts which are submitted

to the Local Records Committee.

(6) Review established Records Retention Schedules at least annually to insure
that they are complete and current. -

(7) Exereise internal control over the acquisition of filming and file equipment.
(8) Report annually all savings resulting from records disposition actions to his
management, the State Archivist and the Office of Program Planning and Fiscal
Management.

It & particular agency or department does not wish to transfer records at a time
previocusly scheduled therefor, the Records Officer shall, within thirty days,
notify the Archivist and request a change in such previcusly set schedule, including
his veason therefor. {1973 Chapter 54, Section 3; 1957 Chapter 246, Section 4)
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40.14.050 RECORDS COMMITTEE - COMPOSITION, MEETINGS, POWERS AND DUTIES -
RETENTION SCHEDULES

There is created a committee, to be known as the Records Committee, composed of
the Archivist, an appointee of the State Auditor, and an appointee of the Attorney
General. Committee menbers shall serve without asdditional salary, but shall be
entitled to traveling expenses incurred incident to committee records. Such ex-
penses shall be paid from the appropriations made for their respective offices.

The Records Commlttee shall meet at least once every gquarter or oftener as business
dictates. Action by the Committee shall be by maj)ority vote and records shall be
kept of all Committee business.

It shall be the duty of the Records Committee to approve, modify or disapprove
the recommendalions on Retention Schedules of all files of publiec records and to
act upon requests to destroy any public records, PROVIDED, Thet any modification
of a request or recommendation must be approved by the agency originating the
request or recommendation.

The Division of Archives and Records Meanagement shall provide forms, approved by
the Records Committee, upon which it shall prepare recommendations to the Committee
in cooperation with the Records Officer of the department or other agency whose
records are involved. (1957 Chapter 246, Section 5)} '

~40.14.060 DESTRUCTION, DISPOSITION OF OFFICIAL PUBLIC RECORDS, OFFICE FILES AND

MEMORANDA

Officisl Public Records shall not be destroyed until they are either photographed,
microphotographed, photostated, or reproduced on film, or until they are seven
years, cld, exdéptiona)showing o f [ the"department of "origin [fasWapprdved’by the
Records Committee, that the retention of such records for a minimum ef seven
years),is both unnec@ssary and uneconomical, particularl:” where lesser federal
retention periocds for records generated by the state under federal programs are
invelved; PROVIDED, That any lésser termof retentlion then 'seven yesars must
have the additional approval of the Director of the Budget, the State Auditor
and the Attommey General, except where records have federal retention guide-
lines, the State Records Committee may adjust the retention period accordingly;
PROVIDED, FURTHER, That an automatic reduection of retention pericds from ten to
seven years as provided for in this 1973 amendatory section for Official

Public Records shall not be made as to records on existing Records Retention
Schedules but the same shall be reviewed individually by the Locel Records
Committee for approval or disapproval of the change tc a retention period of
seven years. '

Recommendations for the destruction or disposition of Office Files and Memoranda

ghall be submitted to the Records Committee upon forms prepared by the Records
Officer of the ageney concerned and the Archlivist. The Committee shall determine .
the period of time that any Office File or Memorandum shall be preserved and

may authorize the Division of Archives and Records Management to arrange for its
destruction or disposition. (1973 Chepter 54, Section U; 1957 Chapter 246, Section
6)

40.14.070 DESTRUCTION OF LOCAL GOVERNMENT RECORDS - PRESERVATION FOR HISTORICAL
INTEREST - LOCAL RECORDS COMMITTEE, DUTIES

County, municipsl, and other local government agencles may request authority to
destroy noncurrent public records haeving no further administrative or legrl value
by submitting to the Division of Archives and Records Management, lists of such
records, in triplicate on forms prepared by the Division. The Archivist and the
Chief Examiner of Municipal Corporations of the Office of the State Auditor and
a representative appointed by the Attorney General shall constitute a committee
to be known as the Local Records Committee which shall review such lists, and
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40.14.070 DESTRUCTION OF LOCAL GOVERNMENT RECORDS - PRESERVATION FOR HISTORICAL
INTEREST - LOCAL RECORDS COMMITTEE, DUTIES (continued)

may veto the destruction of any or all items contained there1n

A locul government agency, as sn alternatlve to vubmltiﬁng licts, may elect to -~

stablish o records control program based on recurring Disposltion Schedules recom- SR
m-nlod by the agency to the Local Kecurds Committee. The fichedules are Lo be ot

submitted on forms provided by the Division of Archives and Records Mansgement

.o the Local BRecords Committee, which may either veto, approve, or amend the
nchedule.  Approval of such Schedule or amended Ocheduje, shall be by JAnanimous vote
ot the Local Records Committee. Upon such approval, the ¢ chedule shall constitute
authority for the local government agency to destroy the records listed thereon,
after the required retention pericd, on a recurring basis until the Schedule is
either amended or revised by the Committee. - :

No public record other than Office Files and Memoranda of any local government
agency shall be destroyed until it is either photographed, microphotographed,
photustated, or reproduced on film, or until it is seven years cld, and except
as otherwice provided by law no publiec record shall be des troyed until approved
for destruction by the Local Records Committee; PROVIDED, Thal where records
have federal rotention guidelines the Local Records Committee may adjust the
retention period accordingly; PROVIDED, FURTHER, That an automntic reduction of
retention periods from ten to seven years as provided for in this 1973 amend-
atory uection for OFfficial Public Becords shall not be made as 1. records.on
existing Nevords Retentlon Sehedules but the same shall be reviewed individually
by the Tocal Records Committee for approval or d1ﬁappr0val ol the chunge to a

retention period of seven year - : A )

e State Archivist may furnish appropriate 1nfozmat10n, suggestions, and guide-

lines to local government agencies for their assistance in the preparation of = ... —
Tisks apn@ Sghedidles oOF afy"Obher[matter relatlnp Lo the rofention , PIESEPV&thﬂ,g _

ar destruction of records under this chapter. | The Loﬂal Bacordq Committee (may - e
adopl appropriate regul abiond establishing procgdu?es,to,be_folloged_¢nQSUCh ] (

uakters.

Records of county, municipal , or other local government agrnclies, designated by
Lthe Archivist as of primarily historical interest, may be transferrved to a
recognized depository agency selected by the Archivist, in order to YLJlEVC Joceal
ulfices ot the burden of housing them, to insure their pregervation, and.to make
Lhem available for reference or study. (1973 Chapter 5&; Section 5; 1971 First
Bxt raordinary Session Chapter 10, Sectlon 1j 1957 Chapter.2h6, Section T) -

40.14.080 CHAPTER NOT TO AFFECT OTHER LANS
Thee proviciens uf this chapter shall not be construed as rup@nLJng or modliysng
un; ather acts or parts of acts authorizing the destruction of public records

ave for those specifically named in Section 9 of this act; nor shall this
thlpter alfect the provisions of RCW 40.04.020 requiring. the deposit ef all state
pub11Pat10ﬂa in the State Library. (1957 Chapter 2h6,'aect10n 8) P

iR
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